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CHAPTER I 
INTRODUCTION 
Statement of Problem 
The major problem of this study was to determine the specific 
activities in the bookkeeping cycle which are performed by employees with 
various occupational titles. 
The following specific problems were involved in this study: 
1. The listing of specific activities which are followed by every 
bookkeeper who enters transactions from day to day and disposes of them 
in a set of closed books or by means of financial statements. 
2. Ascertaining the occupational titles of the persons performing 
these specific activities in the bookkeeping cycle. 
Analysis of Problem 
The subordinate problems involved in this study were: 
1. To determine the relative importance of the specific activities 
in the bookkeeping cycle as measured by regular or occasional performance 
on the job. 
2. To determine which of these activities may better be learned on 
the job and which in school. 
3· To determine which of these activities may be performed on 
machines. 
4. To ascertain the educational preparation of those persons perform-
ing the specific activities in the bookkeeping cycle. 
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5 • To ascertain the number of years the respondents spent in the 
study of bookkeeping or accounting. 
6. To determine which office machines were most conunonly used by 
the respondents. 
7· To present the findings of this study, indicating implications 
for curriculum revisions. 
Justification of Problem 
The problem of whether the elementary bookkeeping course in the 
secondary school should be built around the recording activities of the 
general office worker or whether it should be built around the activities 
of the bookkeeper and the accountant had puzzled the writer for several 
years. 
Among business educators there are two contentions with reference to 
the content of the elementary bookkeeping course in the secondary school. 
One group maintains that the content of the elementary bookkeeping course 
should be built around the activities of the bookkeeper and the accountant. 
They contend that the individual needs a knowledge of the entire book-
keeping cycle in order to understand and perform his duties efficiently 
in an office. Breidenbaugh presents the contentions of this group as 
follows: 
The bookkeeping course in high school should serve as a 
sound foundation for those who may desire to continue their 
study of bookkeeping and accounting and perhaps even enter a 
professional field of accounting. Here again the content of 
the course should be sound from a practical business standpoint 
as well as from the technical bookkeeping standpoint .l 
lBreidenbaugh, V. E., "An Evaluation of High School Bookkeeping," 
The Journal of Business Education, Vol. 24, October, 1948, p. 18. 
According to Breidenbaugh, great care should be taken to see that 
the students understand the principles, terminology, and definitions 
actually used by bookkeepers, accountants, and businessmen in general. 
Bookkeeping is the recording phase of the subject of 
accounting and everything we teach in bookkeeping should be 
in strict accordance with the latest procedures, definitions 
and principles of the professional accounting organizations--
the American Institute of Accounting and the American Accounting 
Association.l 
The second group of business educators maintain that the content 
of the elementary bookkeeping course in the secondary school should be 
based upon the recording activities of the general office worker rather 
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than the duties of the bookkeeper and the accountant inasmuch as very few 
high school students secure initial positions as bookkeepers. M. Herbert 
.Freeman is the exponent of this contention, and he expresses his views as 
follows: 
Today the bookkeeper who is not a specialized clerk of 
one kind or another records transactions in books that are 
organized and supervised by the accountant who prepares the 
closing entries and the statements. The bookkeeper does not 
have to study accounting. His job ends with the preparation 
of the trial balance. On the other hand, almost all office 
employees are called on in the course of their duties to do 
some bookkeeping. Thus the secretary prepares bills, deposits 
checks, and prepares bank reconciliations. Even the 
stenographer may record accounts receivable and prepare 
inventories. Job analysis studies of the duties performed by 
stenographers, clerical workers, office service workers and 
business machine operators show that frequently as high as 
60 per cent of the duties performed by those workers require 
some understanding of recording activity.2 
This point of controversy among business educators led to a 
resolution to study the problem, and there evolved from this decision 
llbid., p. 18. 
2Freeman, M. Herbert, "Can We Justify Elementary Bookkeeping?" 
The Journal of Business Education, Vol. 24, October, 1948, p. 13. 
a survey to determine the specific activities in the bookkeeping cycle 
.. 
which are performed by employees with various occupatienal titles. 
Delimitation of Problem 
This study was limited in geographical area to a survey of the 
Buffalo district's wide diversity of industry, led by the manufacture of 
iron and steel products, food and kindred products, automobiles and 
automobile equipment. 
This is not a follow-up study of graduates nor did the writer make 
any attempt to include job activity analyses or job classifications. 
This study is confined to a survey to determine the specific 
activities in the bookkeeping cycle which are performed by employees, 
regardless of their occupational titles. 
Definition of Terms 
To clarify the connotation of the term "bookkeeping cycle" as used · 
in this research study, an explanation of the meaning of the term was 
taken from Ways to Teach Bookkeeping and Accounting.l 
A bookkeeping cycle is the repeated routine the bookkeeper 
follows in entering a transaction and disposing of it in a set 
of closed books or by means of financial statements. This 
round of activities is followed by every bookkeeper who enters 
transactions from day to day and reflects the effect of 
transactions by closing the books of account or by making out 
statements at regular intervals. 
lAndruss, Harvey A., Ways to Teach Bookkeeping and Accounting, 
South-Western Publishing Company, New York, 1943, P• 117. 
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Organization of Chapters 
In carrying out this study and reporting the findings, the following 
chapters were developed: 
Chapter I contains an introduction to the study, including the 
statement and nature of the problem. Chapter II contains a brief 
description of the industrial diversity of Buffalo, New York, where this 
study was made. The review of the related literature which served as a 
background for this study is given in Chapter III. Chapter IV presents 
the procedure which was followed in carrying out the study. The informa-
tion received on the data sheets and check lists was tabulated and 
summarized in Chapters V and VI, and the conclusions were reported in 
Chapter VII. 
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CHAPTER II 
BACKGROUND OF STUDY 
This study was conducted in Buffalo, New York, the county seat of 
Erie County and the second city in population in the state. 
Buffalo enjoys convenient access to low-cost transportation, hydro-
electric power generated at Niagara Falls, natural gas piped from 
Pennsylvania and western New York and supplemented by manufactured gas, 
basic raw materials, and the great consumer markets of the United States 
and Canada. 
The City of Buffalo lies at the junction of the Great Lakes, the 
Niagara River and the New York State Barge Canal. By rail it is situated 
almost equidistant from New York, Boston, Philadelphia, and Chicago. 
Within 500 miles are located seven of the eight largest United States 
market cities, with nearly half the population of the United States.l 
Because of its natural junction point for lake and railroad transportation, 
Buffalo has become one of the leading commercial and industrial centers 
of the United States. Its annual record in tonnage handled usually ranks 
the city eighth or ninth among all American ports • Among inland ports, 
it is first in value of commerce. 
Buffalo has a wide diversity of industry; no single industry dominates 
and few individual products stand out. The 200,000 factory workers make 
everything from "pig iron to pretzel benders." 
Only fifteen Buffalo plants employ more than 2,000 workers; 
only twenty-eight between 1,000 and 2,000. Except for flour 
l"Made in Buffalo, 11 Fortune, July, 1951, p. 91. 
milling and steel (in which Buffalo ranks sixth in the United 
States) the area is an amorphous mixture of small and medium-
sized shops and factories; a great 'branch plant' city, where 
nine of the twelve biggest manufacturing concerns in the country 
(excluding oil companies) have operations. The fact that 
70 per cent of the plants employing more than one hundred 
workers are absentee owned obscures Buffalo's industrial 
importance. Buffalo ranks eleventh among U. S. cities in 
manufacturing, adding considerably over $1 billion annually 
to the value of the materials it processes.l 
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Buffalo is an important transfer point for both American and Canadian 
wheat. Its six mills have a combined daily flour-milling capacity of more 
than 10,000,000 pounds, enough to supply every family in the United States 
with nearly half a loaf of bread a day. The city now boasts the two 
largest mills, including General Mills' mammoth 3,700,000-pound plant. 
The biggest United States inland port in cargo value and, after 
Chicago, the second most important rail center, Buffalo is the hub of a 
vast transportation network. Eleven major rail lines converge in Buffalo. 
Buffalo has 14 freight terminals and five passenger terminals. The port of 
Buffalo's waterborne freight averages 20,000,000 tons annually. The New 
York State Barge Canal gives water transportation to the seaboard for 
barges up to 2,000 tons capacity. Unobstructed motor traffic between 
Buffalo and New York City will become possible with the completion of the 
New York State Thruway. Five commercial airlines operating out of the 
Buffalo airport provide daily passenger and cargo flights to the nation's 
key cities. 
Buffalo is particularly fortunate in being located in what is called 
the Niagara Area, which ranks tenth among the 33 industrial areas of the 
country. The Area embraces both Erie and Niagara Counties, including the 
libid., p. 91. 
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cities of Niagara Falls, North Tonawanda, Tonawanda, Kenmore, Buffalo, and 
Lackawanna. The population of this area is highly concentrated, with 
684 persons per square mile as compared with 309 persons per square mile 
for the State as a whole. 1 About seven out of every ten of the inhabitants 
live in the six cities, and five of these seven live in Buffalo, the 
nation's fifteenth largest city. Between 1940 and 1950 the population 
increased by 13 per cent, while the rise for the State was only 
10 per cent.2 
Retail, wholesale, and service establishments located in the Niagara 
Area showed a substantial expansion in dollar volume of trade from 1939 
to 1948. 
In 1948, the Niagara Area's inhabitants and visitors shopped 
in 14,000 retail stores and spent upwards of $l,OOO,OOO,OOO. 
Per capita retail sales in the Area amounted to $974. Of this 
total, $248 was spent in food stores, $155 in automotive stores, 
$142 in general merchandise stores, and $96 in eating and 
drinking places. In 1948, expenditures in selected service 
establishments, as reported by the Census of Business, 
amounted to $65,043,000. The Area's wholesale firms, which 
cater to retailers throughout western New York and part of 
Pennsylvania, grossed $1,529,000,000.3 
This bird's-eye view of the Buffalo district's population, business 
activity, and facilities as described in this chapter offered the writer 
a convenient 11 springboard11 from which this present survey was launched. 
lNew York State Business Facts, New York State Department of Commerce, 
Albany, New York, p. 6. 
2Ibid., P• 6. 
3~., P• 7· 
/ 
CHAPTER III 
REVIEW OF RELATED LITERATURE 
A study was made of five different surveys. The procedures followed 
in carrying out the problem in each case was an aid in determining the 
procedures to be followed in working out the problem in this study. 
The purpose of these five projects was to make available certain 
data to serve as a basis for a course of study, and they are reviewed in 
this chapter in their chronological order. 
Charters and Whitley1 analyzed the duties and traits of secretaries. 
Three trained interviewers, employing the interview technique, collected 
871 duties. The list was then printed and sent to graduates of business 
schools. Each secretary was asked to check the duties she performed in 
her present position. Charters and Whitley received 715 questionnaire 
returns which they used for tabulation. The success of the study and the 
care and completeness with which Charters and Whitley described their 
technique make this study a model for all who would use the questionnaire 
and interview technique. 
Benjamin E. Strumpf2 found that the syllabus given to him required 
that he teach certain bookkeeping principles which could not be applied 
to actual business conditions. In 1926 he made a study to find out what 
bookkeepers do and what should be the procedure and method of teaching in 
order to modify the existing course of study. This was one of the first 
lcharters, w. W. and Whitley, Isadore B., Analysis of Secretarial 
Duties and Traits, Williams and Wilkins Co., Baltimore, Maryland, 1924. 
2strunrpf, Benjamin E., Bookkeeping Duties and the Commercial 
Curriculum, Doctor's Thesis, New York University, 1926. 
surveys made of the activities of bookkeepers in a large city. Strumpf 
collected a tentative list of 420 duties from bookkeepers, accountants, 
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and teachers of bookkeeping; classified the duties under 11 headings and 
then submitted them to bookkeepers whom he interviewed. His revised list, 
containing 479 duties, was distributed among bookkeepers in New York City. 
Strumpf's aim was to prepare a course for vocational bookkeepers, and in 
submitting his thesis, he noted that it was not the final word in book-
keeping duties but merely a paper calling attention to the lack of study 
in commercial education. 
In 1931 Elvin s. Eysterl made an analysis of the duties of bookkeepers. 
By his study he hoped to determine what the duties of present day book-
keepers were, whether the knowledge necessary for performing these duties 
was learned in school or on the job, and he hoped to obtain a frequency 
ranking for these various duties. He used the time analysis method to 
obtain a comprehensive and composite list of the duties of bookkeepers, the 
personal interview method to obtain data relative to the correct grouping 
of the duties of the bookkeepers, and the q~stionnaire check list method 
to obtain the rest of the data. He found that the training of the majority 
of bookkeepers fell into four natural classes, namely: 
1. 8th grade graduate plus business training 
2. Some high school training plus business training 
3· High school graduate plus business training 
4. High school graduate plus some college training plus business 
training. 
lEyster, Elvin s., An Analysis of the Duties of Bookkeepers, 
Master's Thesis, Indiana University, 1931. 
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He also found that the range of duties performed by an individual 
bookkeeper is from five to 274, with a median of 149. 
Etta C. Skene1 made a study of occupational analysis as a basis of 
bookkeeping curricula in 1934. Skene compiled a tentative check list of 
duties from her own experience, from data from a series of term papers 
written after interviews with office workers, from the duties listed by 
Charters and Whitley, from those listed by Strumpf as well as those 
reported by Kyker in his "Commercial Curriculum," and finally from book-
keeping textbooks. The list of 537 activities was used as a basisfor 
interviewing the bookkeepers. A group of 50 students enrolled in a course 
in Analysis of Bookkeeping Occupations at New York University acted as 
interviewers. At the end of each interview a check list was left to be 
filled out, and 535 of them were returned. Skene found that bookkeepers 
undertake many activities which go beyond the boundaries of formal double-
entry bookkeeping. She also found that of the total number of activities 
of bookkeepers listed under 20 functional heads, 159 items (29.7 per cent) 
were found to be so significant in the work of the seven major occupational 
groups studied that they should be taught to all trainees, that is, to 
prospective salesmen, sales clerks, stenographers and typists, general 
clerks, ledger clerks, and managers. She concluded that this may serve 
as an indication that training in some of the activities of bookkeepers 
should be given to the entire high school population. 
1skene, Etta c., An Occupational Analysis of Bookkeeping Activities 
Involved in Business Occupations, Doctor's Thesis, New York University, 
1934. 
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In 1944 James Gailey Brigham1 conducted his study 1 "Bookkeeping 
Activities of the Business Office," in order to shed lie?ht on the problem 
of the commercial teachers--what the teacher must know in order to prepare 
the student adequately in the complete area of this activity, the various 
positions involved, the role each plays in the work of accounting for 
daily transactions, the most important duties of each position, the 
fundamental activities common to all, and the initial job usually obtained 
by graduates. Brigham found that the industries using the greatest number 
of recording clerks are the retail and wholesale trades. The accounts of 
these two industries should play a prominent part, therefore, in the 
bookkeeping instruction. Next in importance is the manufacturing industry, 
and typical manufacturing accounts should be introduced at an appropriate 
place in the bookkeeping course. Since cost clerks are much in demand by 
manufacturers, pupils going into cost work should become thoroughly 
familiar with the record work of manufacturing. He further recommended 
that pupils who have definitely chosen some form of recording work for 
their objective, should become acquainted with the promotional steps of 
bookkeeper, accountant, and controller. If they desire to advance in this 
field, they should be urged to take not only the basic training, but also 
the complete high school offering in bookkeeping and accounting. 
As stated at the beginning of this chapter, the purpose of the 
projects just described was to make available certain data to serve as 
basis for a course of study. Charters and Whitley bad in mind a course 
for stenographers and secretaries. Strumpf 1 s objective was to prepare a 
lBrigham, James Gailey, Bookkeeping Activities of the Business Office, 
Doctor's Thesis, Pennsylvania State College, 1944. 
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course for vocational bookkeepers. Skene's aim was the preparation of 
a course in bookkeeping not only for bookkeepers but for all business 
occupations and for consumers as well. Eyster made an analysis of the . 
relative importance of the duties of the eight accounting divisions, 
revealing the fact that the duties in regard to records of secondary 
entry, periodic work, and the records of original entry rank highest in 
frequency of performance. Financial duties, cost accounting duties, 
duties in connection with the handling of business papers and auditing 
duties make up the second group of importance. Duties connected with 
interpretation of accounting data have the lowest rank in relative impor-
tance among the divisions of the accounting field. In its purpose, 
Brigham's study sought to ascertain the data covering all the financial 
recording activities of a city office, and from these data courses may be 
compiled not only for pupils going into bookkeeping as a career, but for 
those entering any office trade which requires a working knowledge of 
bookkeeping. 
Like the projects just described, the purpose of the present research 
is to make available certain data, indicating implications for curriculum 
revisions. In the size of the community surveyed and in the method of 
conducting the research, the present study is somewhat similar to those 
reviewed in this chapter. However, this study is different from the 
investigations described in the foregoing paragraphs in that it makes no 
attempt to explore the activities of the stenographer, secretary, and the 
recording occupations. This study was made to determine the specific 
activities in the bookkeeping cycle which are ~rformed by employees, 
regardless of their occupational titles. 
CHAPTER IV 
METHOD OF PROCEDURE 
The procedures followed in working out this problem were: 
l. Permission to make a survey to determine the specific activities 
in the bookkeeping cycle which are performed by employees with various 
occupational titles was secured from the Superior of Mount St. Joseph 
Academy. She permitted the writer to use the name of the school in the 
study and to use the facilities of the school in preparing data sheets, 
check lists, and the letters of transmittal. 
2. A study of the research already completed in the field of book-
keeping was made to furnish background for this study. 
3 . The data sheet and check list used in making the survey were not 
originally constructed by the writer. Two previous attempts to make a 
survey of occupational titles of those persons performing specific duties 
in the bookkeeping cycle in selected businesses were abandoned because 
those conducting the survey were unable to procure the necessary data. 
The data sheet and check list used in one of these previous attempts 
were given to the writer for use in the current study. The statement of 
the problem was revised and the activities in the bookkeeping cycle were 
checked with the contents of new bookkeeping textbooks. The writer 
duplicated the data sheet and check list and submitted them to three 
experienced teachers of bookkeeping in the secondary schools of Buffalo 
and to four efficient workers in the field of bookkeeping and accounting. 
In personal interviews, they were asked to give suggestions for any 
changes and additions. Suggestions were received from them and the data 
sheet and check list were revised accordingly. 
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4. Copies of the revised check list were made and an accountant 
friend of the writer took them with him as he visited business establish-
ments in connection with his work of auditing records. The writer was 
especially interested in these preliminary try-outs as they provided an 
idea of the time consumed in completing the questionnaire and an idea 
about the facility with which they were answered. 
5· The sampling for the survey was obtained after a study of the 
United States Census reports of industries in Buffalo. On the basis of 
the facts obtained from this study and the judgment of several members of 
the Buffalo Chamber of Commerce, the selection of the industries for this 
survey was made. 
6. Letters were sent to the 73 industries selected, explaining the 
purpose of the survey and asking for their cooperation in the survey. A 
check list was enclosed, requesting information regarding the number of 
bookkeepers employed and the number of different payroll titles under 
which these bookkeepers were classified. 
1· When this preliminary check list was returned to the writer, a 
letter of transmittal was prepared and sent with the data sheets and check 
lists. In instances where the number of bookkeepers far exceeded the 
number of different payroll titles, the suggestion was made that the 
manager select one bookkeeper to act as a representative of his group 
and answer the required questions and fill in the check list. The 
manager was requested to choose the person who most nearly represented his 
group in all respects--age, sex, and other characteristics. 
8. Follow-up letters were sent to those who had not replied within 
three weeks after the preliminary questionnaires were sent out. 
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9· Foll ow-up letters were later sent to those who did not return 
the data sheets and check lists after a lapse of about a month and a half. 
10. The data received were tabulated and analyzed. Conclusions and 
recommendations were made on the basis of the findings. 
The data sheet was used to obtain the information relative to a 
description of those persons performing specific activities in the book-
keeping cycle. This includes their background, preparation, and experience. 
The check list was used to obtain the information relative to the 
specific bookkeeping activities in the bookkeeping cycle. 
In order to learn where these specific activities in the bookkeeping 
cycle, in the opinion of the persons performing them, should be taught, 
those completing the check list were asked to indicate where they 
considered the activities should be taught: "in school," or "on the job." 
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The problem of sampling involved the task of ascertaining the kinds 
of industries located in the Buffalo district. It will be seen from 
Tabl e I that the majority of workers are employed by the manufacturing 
industries, with 67,935 employees or 34.7 per cent of the total number of 
employed workers. The wholesale and retail trades employed 42,106 persons 
or 21.5 per cent of the total number of employed workers. 
TABLE I* 
EMPLOYED WORKERS, 14 YEARS OLD AND OVER, IN INDUSTRY 
IN THE CITY OF BUFFALO IN 1940 
Industry Group 
Agriculture, Forestry, and Fishing 
Mining 
Construction 
Manufacturing 
Transportation, Communication and Other 
Public Utili ties 
Wholesale and Retail Trade 
Finance, Insurance, and Real Estate 
Business and Repair Services 
Personal Services 
Amusement, Recreation, and Related Services 
Professional and Related Services 
Government 
Industry not reported 
TOTALS 
Total 
Employed 
Workers 
262 
124 
7,178 
67,935 
20,929 
42,106 
6,621 
3,684 
16,347 
1,974 
17,132 
8,245 
3,517 
Per Cent 
0.1 
0.1 
3.7 
34.7 
10.6 
21.5 
3.4 
1.9 
8.3 
l.O 
8 .7 
4.2 
1.8 
100.0 
*Abstracted from the 16th Census of the U. s., 1940, The Report on 
Characteristics of the Population, Table B-42, p. 150. 
• 
• 
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The chief groups under manufacturing were found to be iron and steel 
and their products, with a total of 14,759 employed workers; food and 
kindred products, with 8,458 employed workers; machinery, with 7,706 
employed workers; automobiles and automobile equipment, with 5, 810 
employed workers. Transportation equipment, except automobiles, and 
chemical and allied products ranked fifth and sixth, respectively, as 
shown in Table II. 
TABLE rr* 
EMPLOYED WORKERS, 14 YEARS OLD AND OVER, IN MANUFACTURING 
IN THE CITY OF BUFFALO IN 1940 
Manufacturing Establishments 
Food and Kindred Products 
Textile-Mill Products 
Apparel and Other Fabricated Textile Products 
Logging 
Sawmills and Planing Mills 
Furniture, Store Fixtures and Miscellaneous 
Wooden Goods 
Paper and Allied Products 
Printing, Publishing and Allied Industries 
Chemicals and Allied Products 
Petroleum and Coal Products 
Leather and Leather Products 
Stone, Clay and Glass Products 
Iron and Steel and Their Products 
Nonferrous Metals and Their Products 
Machinery 
Automobiles and Automobile Equipment 
Transportation Equipment, exce~t Automobiles 
Other and Not Specified Manufacturing Industries 
TOTALS 
Total 
Employed 
Workers 
8,458 
1,524 
2,373 
3 
293 
1,423 
1,632 
3,525 
4,631 
1,088 
363 
1,339 
14,759 
1,884 
7,706 
5,810 
5,550 
5,574 
67,935 
Per Cent 
4.3 
0.8 
1.2 
0.1 
0.7 
0.8 
1.8 
2.4 
0.6 
0.2 
0.7 
7.5 
1.0 
3~9 
3.0 
2.8 
2.8 
*Abstracted from the 16th Census of the U. s., 1940, The Report on 
Characteristics of the Population, Table B-42, p. 150. 
The number of establishments in the retail and wholesale trades in 
Erie County, of which Buffalo is the county seat and largest city are 
. ' 
shown in Table III, with the food group leading in both trades. 
* TABLE III 
CENSUS OF BUSINESS PRELlMINARY RESULTS FOR 1948, 
BY TRADE GROUP, ERIE COUNTY, NEW YORK 
Number of Total 
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Trade Group and Kind of Business Establishments Employees 
RETAIL TRADE, total 
Food Group 
Eating and Drinking Places 
General Merchandise Group, General Stores 
Apparel Group 
Furniture-Home Furnishings-Appliance Group 
Automotive Group 
Gasoline Service Stations 
Lumber-Building-Hard~rare Group 
Drug and Proprietary Stores 
All Other Retail Stores 
WHOLESALE TRADE, total 
Merchant Wholesalers, total 
Groceries, Foods 
Dry Goods, Apparel 
Hardware, Electrical, Plumbing, & Heating 
Machinery, Equipment, Industrial Supplies 
Waste Materials Dealers 
All Other Merchant Wholesalers 
11,633 49,459 
3,852 7,519 
2,620 10,451 
232 11,997 
776 4, 787 
5o8 2,558 
417 3,843 
938 1,336 
460 2,262 
327 1,794 
1,503 2,912 
1,593 17,922 
l,o85 11,832 
205 1,791 
39 207 
94 1,999 
198 1,749 
88 771 
461 5,315 
In the City of Buffalo in 1948, there were 8,313 retail trade establish-
ments with a total of 40,713 employees. The number of establishments in 
the wholesale trade was 1,466, with a total of 17,099 employees. 
*Abstracted from U. s. Census Preliminary Report, Census of Business, 
Retail, Wholesale, Service Trades, Series BC-lP-31-015, P• 2. 
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'Since there were 6,764 employed workers in the retail food and dairy 
products stores and milk retailing, this was also included by the writer 
under the Retail Trade Group. 
Table IV shows the representative group which is the basis of this 
study. 
TABLE IV 
REPRESENTATIVE GROUP OF OFFICE WORKERS USED AS BASIS OF THIS STUDY 
Number Reporting 
Industry Group Under Males Females 
Each Industry 
Manufacturing 15 44 67 
Wholesale Trade 4 4 18 
Retail Trade 9 17 26 
Finance, Insurance, and Real Estate 2 8 11 
Transportation, Communication and 
other Public Utilities 1 3 1 
Personal Services 1 1 
Professional and Related Services 2 9 
Government 1 3 3 
TOTALS 35 80 137 
As indicated in the above table, the total number of female bookkeepers 
was larger than the number of males, indicating that recording work may be 
becoming a woman's job. One reason may be given that men are in greater 
demand than women for other types of employment. Still another fact is 
that men are now needed for the armed forces. 
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The response to the request for cooperation in making the survey to 
determine the specific activities in the bookkeeping cycle which are 
performed by employees with various occupational titles was very gratify-
ing. Table V shows that 23 replies, or 31.5 per cent of the returns, were 
received by the end of the first week. Forty-eight replies, or 65.8 
per cent of the returns, were received by the end of the second week. 
Fifty-five replies, or 75.3 per cent of the returns, were received by the 
end of the third week. 
TABLE V 
THE RETURNS FRCM LETTERS REQUESTING COOPERATION IN THE SURVEY 
Time 
End of first week 
End of second week 
End of third week 
Number of Replies 
23 
48 
55 
Per Cent of Returns 
31.5 
65.8 
75-3 
Of the 73 industries contacted, 18 did not reply. The personnel 
managers of two of the chemical and allied products industries telephoned 
and made an appointment with the writer to explain why they could not 
participate in the survey. There are five large chemical manufacturing 
establishments in the Buffalo district with executive offices located in 
key cities outside of Buffalo. The branches in the Buffalo district are 
under what is called 11 absentee management, 11 and no bookkeeping whatsoever 
is done by the local offices of these establishments in Buffalo. One 
large automobile equipment manufacturer wrote a letter in which he 
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explained that their records were not set up to determine accurately the 
information requested by the writer. Eight industries, therefore, were 
eliminated from the survey. Letters or phone calls were received from 
12 other industries, explaining that they could not cooperate in the 
survey at this time because their employees were concerned with various 
projects now underway, or because of union strikes. 
Table VI shows the industries which actually cooperated in the 
survey, giving the number of bookkeepers on the payrolls and the number 
of different payroll titles under which these bookkeepers were listed. 
The 15 manufacturing establishments led with 301 bookkeepers employed under 
111 different payroll titles. The nine retail trade establishments 
employed 86 bookkeepers under 45 different payroll titles. In contrast, 
the two finance, insurance, and real estate establishments employed 136 
bookkeepers under 19 different payroll titles. 
TABLE VI 
THE RETURNS FROM QUESTIONNAIRES BY INDUSTRIES, 
NUMBER OF BOOKKEEPERS EMPLOYED, AND NUMBER OF PAYROLL TITLES 
Industries 
Manufacturing 
Whol esale Trade 
Retail Trade 
Finance, Insurance, and Real Estate 
Transportation, Communication and Other 
Public Utilities 
Personal Services 
Professional and Related Services 
Goverrunent 
TOTALS 
Number of 
Bookkeepers 
Employed 
301 
47 
86 
136 
7 
3 
16 
15 
611 
Number of 
Payroll Titles 
for Bookkeepers 
111 
22 
45 
19 
4 
1 
9 
6 
217 
CHAPI'ER V 
ANALYSIS OF INFORMATION OBTAINED FROM DATA SHEETS 
The data sheet was used to secure the occupational titles of those 
persons performing specific activities in the bookkeeping cycle in 
selected businesses. It was also used to secure information relative to 
the size of office, the educational preparation of the respondents, the 
number of years the respondents spent in the study of bookkeeping and 
accounting, the length of time the respondents spent on the job, and 
which machines were commonly used by the bookkeepers. 
As explained in Chapter II, Buffalo is an amorphous mixture of small 
and medium-sized shops and factories. It is not surprising, then, to note 
in Table VII that the 15 manufacturing plants in this survey employed a 
total of 769 office workers. Of this total number of office workers, 196 
(25.4 per cent) were given the generic title of bookkeeper. In the 13 
wholesale and retail trade establishments, 305 office workers were employed, 
of whom 120, or 39.3 per cent, were classified as bookkeepers, giving a 
ratio of two to one. The third group, designated as "Others," was comprised 
of the following industry groups: Finance, Public Utilities, Personal 
Services, Professional and Related Services, and Government. The seven 
establishments in this group, as indicated in Table VII, had a total of 
332 office workers of whom 102, or 30.7 per cent, were classified 
generally as bookkeepers, giving a ratio of three to one. 
TABLE VII 
THE TOTAL NUMBER OF BOOKKEEPERS AS COMPARED WITH THE 
TOTAL NUMBER OF OFFICE WORKERS EMPLOYED BY THE INDUSTRY GROUPS 
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Total Number Number of Total Number Per Cent 
of Establishments and of of 
Office Workers Industry Group Bookkeepers Bookkeepers 
769 15 Manufacturing 196 25 .4 
305 13 Wholesale & Retail Trade 120 39-3 
332 7 Others 102 30 -7 
Table VIII below shows that a large percentage of respondents had 
attended school within the past 12 years. This number included at least 
76 respondents from manufacturing concerns, 44 from the wholesale and 
retail trades, and 15 from the other industry groups. As indicated, 154 
of the 217 respondents attended school within the past 20 years. 
TABLE VIII 
LAST DATE RESPONDENTS ATTENDED SCHOOL 
Wholesale & 
Range of Years Manufacturing Retail Trades Others Total 
1900 - 1905 1 0 0 l 
1906 - 1910 0 4 0 4 
1911 - 1915 2 0 1 3 
1916 - 1920 3 6 5 14 
1921 - 1925 9 4 10 23 
1926 - 1930 10 3 5 18 
1931 - 1935 10 6 3 19 
1936 - 1940 22 10 4 36 
1941 - 1945 9 8 4 21 
1946 - 1950 37 19 5 61 
1951 6 5 2 13 
1952 2 2 0 4 
TOTALS 111 67 39 217 
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The data regarding the educational preparation of the respondents 
were tabulated in Table IX. In looking for salient facts from the table, 
one finds that 23 respondents said that they were college graduates--19 
received their degree in Business Administration and four in Liberal Arts. 
In regard to additional schooling, 92 went to business school. Only two 
of the 217 respondents did not go to high school. One of these, whose 
occupational title was listed as an accounts payable bookkeeper, completed 
the seventh grade only in grammar school but designated three years' 
attendance at a private business school. The other, a cashier, had com-
pleted the eighth grade in grammar school but received no further formal 
educational training. 
TABLE IX 
KIND AND AMOUNT OF EDUCATIONAL TRAINING COMPLETED BY RESPONDENTS 
Private College - University 
Length of Time GramiDa.r High Business Liberal Business 
School School School Arts Admin. 
Q) 
~ 
Q) tl 
~ +l ·r-1 "' lH Q) Q) tl •r-1 Q) Q) ~ rl •r-1 ~ ~ ~ PI lH Q) tlO Q) bD ·r-1 ·r-1 Q) ~ ~ ~ ~ ...=! A ~ 0 PI 
•r-1 0 Q) 0 ~ 0 ~ ~ A lZi 0 l2i lZi 
One year 4 30 22 2 10 
Two years 16 18 10 5 13 
Three years 14 2 4 7 
Four years 173 3 6 4 19 
Five years 
Six years 
Seven years 1 
Eight Years 1 
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In regard to the high school curriculums taken, Table X below shows 
that the respondents were recruited for the most part from the commercial 
curriculum. The general curriculum supplied 95 respondents. The business 
curriculum, with the bookkeeping major, supplied 49 respondents. The 
secretarial curriculum was the next source, with 27 respondents. One of 
the respondents made the notation that the general curriculum was the only 
one offered at the time. Two of the respondents received college entrance 
diplomas and then came back to the high school for post-graduate education 
in business subjects. Two of the others changed to the general curriculum 
in their third year of high school, having originally enrolled in the 
college entrance curriculum. A number of respondents made the notation 
that they went to night school for further educational training, and one 
respondent took a correspondence course in accounting. 
TABLE X 
CURRICULUMS TAKEN BY RESPONDENTS IN HIGH SCHOOL 
Curriculums 
General 
Business (Bookkeeping Major) 
Secretarial 
Science 
Classical 
Others: 
Home Economics 
College Preparatory 
Commercial 
Vocational 
College Entrance 
Art 
Academic 
Practical 
3 
5 
2 
1 
10 
1 
2 
1 
Number of Respondents 
95 
49 
27 
12 
9 
25 
Additional facts regarding the educational preparation of the 
respondents are shown in Table XI. 
Length of Time 
One year 
Two years 
Three years 
Four years 
(No bookkeeping or 
accounting: 51) 
TABLE XI 
NUMBER OF YEARS SPENT BY RESPONDENTS IN 
STUDYING BOOKKEEPING AND ACCOUNTING 
High School Private Business School 
41 29 
45 23 
18 5 
4 
College 
12 
13 
8 
16 
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According to the above table, 51 or 23.5 per cent of the respondents 
reported that they had no formal courses in bookkeeping or accounting. 
Only four studied bookkeeping or accounting for four years in private 
business schools, and 16 indicated that they studied bookkeeping and 
accounting for four years in college. Forty-five respondents studied 
bookkeeping or accounting for two years in high school. Twenty-nine 
respondents studied bookkeeping and accounting for one year in a private 
business school. The fewest numbers are found studying bookkeeping or 
accounting for three years, be it in high school, private business school, 
or college. 
The description of the worker includes his background, preparation, 
and experience, or what he is in reference to his business environment. 
Table XII gives the information regarding the experience of the 
respondents as to the length of time spent in the present job. 
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TABLE XII 
LENGTH OF T:rnE RESPONDENTS HELD THEIR PRESENT JOBS 
Wholesale & Other 
Time Manufacturing Retail Trades Industries Total 
Less than 6 months 5 l 3 9 
6 months to l year 25 8 3 36 
l year l month - 5 years 33 26 13 72 
5 years l month - lO years 17 15 5 37 
lO years l month - 15 years 16 5 6 27 
15 years l month - 20 years 4 3 3 lO 
20 years l month - 25 years 3 2 3 8 
25 years l month - 30 years 4 2 l 7 
30 years l month - 35 years 2 3 0 5 
No reply to question 2 2 2 6 
TOTALS lll 67 39 217 
According to the above table, 72 respondents (33 in the manufacturing 
establishments, 26 in the wholesale and retail trades, and 13 in other 
industries) indicated that they held their present jobs between one and 
five years. In the manufacturing establishments 25 of the lll respondents 
had been on the same job from six months to one year and in the wholesale 
and retail trades 26 of the 67 respondents held their present jobs between 
six months and one year. Seventeen respondents in the manufacturing 
establishments had been on the same job between five and ten years, and l6 
indicated that they held their present jobs between ten and 15 years. Of 
the 217 respondents, nine reported that they held their present jobs for 
less than six months and five reported that they held their present jobs 
for over 30 years. 
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Table XII shows that 58 (or 52.3 per cent) of the 111 respondents in 
the manufacturing establishments had been on the same job from six months 
to five years; 41 (or 61 per cent) of the 67 respondents in the wholesale 
and retail trades held their present jobs from one to ten years; 
18 (or 46.2 per cent) of the 39 respondents in the other industries also 
held their present jobs from one to ten years. However, Table XIII below 
shows that 70 of these 111 respondents in the manufacturing group, 42 of 
the 67 respondents in the wholesale and retail trades group, and 33 of the 
39 respondents in the other industry groups indicated that their present 
jobs were not the first jobs held. This would indicate that 80 per cent 
of the respondents in all three groups had been employed as bookkeepers 
in other establishments within the past 15 years. 
TABLE XIII 
FIRST JOBS HELD BY RESPONDENTS SINCE GRADUATION 
Industry Groups First Job Held 
Manufacturing 32 
Wholesale and Retail Trades 15 
Others 6 
Not First Job Held 
79 
42 
33 
The respondents were requested to check the machines used in 
conjunction with their work. As indicated in Table XIV, 194, or 89.4 per 
cent, of the bookkeepers used the adding machine; 126, or 58.1 per cent, 
used the typewriter and calculator. Only 65 of the respondents reported 
that they used bookkeeping machines. Secretaries, stenographers, clerks, 
and typists indicated that they used the duplicator and ditto machine. 
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Four controllers and office managers indicated that they used the 
dictaphone or ediphone. Twelve of the respondents used the comptometer 
and ll indicated that they used IBM tabulating equipment in conjunction 
with their work. 
TABLE XIV 
OFFICE MACHINES USED BY THE RESPONDENTS 
IN CONJUNCTION WITH THEIR WORK 
Office Machines Used 
Adding Machine 
TypewTiter 
Calculator 
Bookkeeping Machine 
Duplicator 
Comptometer 
IBM Tabulating Equipment 
Addressograph 
Check Writer 
Key Punch Tabulator 
Dictaphone - Ediphone 
Graphotype 
Check Signer 
Ditto Machine 
Multigraph 
Tickometer 
Number 
194 
126 
126 
65 
24 
12 
ll 
6 
6 
5 
4 
3 
2 
l 
l 
l 
Per Cent 
89.4 
58.1 
58.1 
30.0 
ll.l 
5·5 
5·1 
2.8 
2.8 
2.3 
1.4 
1.3 
0.9 
0.5 
0.5 
0.5 
As mentioned in Chapter IV, the data sheet was submitted to four 
efficient workers in the field of bookkeeping and accounting. At the 
suggestion of these workers, the respondents were asked to give the title 
of the person who supervised their work. According to the answers given 
to this question, only four of the 217 respondents had no one supervising 
their work. As Table XV shows, the "Chief Accountant" supervised the 
work of 42 respondents, and the 11 0ffice Manager" supervised the work of 
another 41 of the respondents. Sixteen respondents reported that the 
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"Credit Manager" supervised their work, and 13 respondents indicated the 
title of the person who supervised their work as "Payroll Supervisor." 
TABLE XV 
TITLES OF THE PERSONS WHO SUPERVISED THE WORK OF THE RESPONDENTS 
Manu- Wholesale & 
Titles facturing Retail Trades Others Total 
Chief Accountant 24 2 16 42 
Office Manager 4 36 l 41 
Credit Manager 9 2 5 16 
Payroll Supervisor ll 2 13 
Auditor 6 3 9 
Accounting Department Supervisor 5 4 9 
Treasurer 2 6 1 9 
Cashier 7 7 
. Comptroller 3 4 7 
Branch Accountant 6 6 
Factory Accountant 5 5 
General Accountant 5 5 
Business Manager l 4 5 
Accounts Payable Supervisor 5 5 
Chief Clerk 3 l 4 
Statistician 3 1 4 
Bookkeeper 3 3 
Price Clerk 3 3 
Assistant Treasurer 2 l 3 
Assistant Traffic Manager 2 2 
Cost Supervisor 2 2 
General Ledger Supervisor 2 2 
Invoice and Claims Supervisor 2 2 
Tabulating Machines Supervisor 2 2 
Deputy Controller 1 l 
Executive Vice-President 1 l 
Head Comptometer Operatqr 1 l 
Assistant Office Manager l l 
Manager, Statistical Department 1 1 
Partner 1 1 
Audit Supervisor 1 1 
No Supervisor 2 1 1 4 
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As shown in Table XV, the "Office Manager" supervised the work of 
over one half of the respondents in the wholesale and retail trade 
establishments. The "Chief Accountant" supervised the work of almost one 
half of the respondents in the other industry groups. One fourth of the 
respondents in the manufacturing establishments also indicated that their 
tmrk was supervised by the "Chief Accountant. 11 
Table XVI shows the 56 bookkeeping activities in the five major steps 
of the bookkeeping cycle ranked according to frequency of performance. 
The Job-School and the Regular-Occasional judgments were also considered. 
In the column headed 11 J 11 is given the number of replies in favor of 
learning the respective activity on the job. In the column headed "S" 
are the replies in favor of learning the activity in school. In the 
column indicated by "S" is given the percentage that the number of 
--,,.-....,.-
J + s 
school mentions is of the number of total mentions. In the column headed 
"R'' is given the number of replies which stated that the activity is a 
regular part of the office routine of the respondent; and in the column 
headed "0" is listed the replies of those who perform the activity only 
occasionally. In the column indicated by 
~R,...--+--:::-0-
"R" is given the percentage 
that the number of regular mentions is of the number of total mentions. 
vlith these facts in mind, Table XVI is to be read as follows: The 
activity 11Make general journal entries11 has a frequency rank of one 
because it is the most frequently performed activity on the job upon the 
basis of 217 returns; it was mentioned by 26 respondents as being best 
learned on the job, by 62 persons as being best learned in school, and 
70.5 per cent of the replies w·ere in favor of its being learned in school. 
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This activity was also performed by 69 respondents as a regular part of 
their work and by 19 only occasionally; therefore 78.4 per cent of the 
respondents reported that they performed this activity as a regular part 
of their work. 
Originally it was planned to include another column to indicate a 
judgment as to whether the activity should be taught in school or not 
taught. For this reason columns were provided in the check list and the 
respondents were asked to place a check in the column marked "Regular" if 
the activity was a regular part of their daily routine; but if it was an 
activity that was performed only occasionally, they were asked to place a 
check in the coltnnn marked "Occasional." In this way it was thought 
possible to obtain an indication of the frequency with which various 
activities were performed. However, when the replies were tabulated and 
analyzed, it was evident that the frequency with which an activity is 
performed is not a good criterion by which the importance of the activity 
may be determined. Some of the activities, especially those involved in 
disposing of transactions by means of closing a set of books or by means 
of financial statements, are performed less frequently than the various 
posting operations; nevertheless, they are important and need as much 
emphasis in school as do the various posting operations. 
In some cases over 60 per cent of the judgments by the respondents 
were in favor of teaching the activity in school. The judgments were not, 
however, significant because, for example, in the activity "Figure interest 
receivable and interest payable," the 79 per cent judgment was rendered 
by only 19 persons. The high ranking, therefore, would be discounted 
because of the few replies. Only 14 of the 217 respondents reported this 
activity as a regular part of their work and only five respondents 
reported that they performed it occasionally, thus giving a 73·7 per 
cent judgment to this phase also. 
The following factors, therefore, influenced the decision to 
eliminate the judgment as to whether the individual activities should be 
taught in school or not taught: (l) The limited number of cases secured 
from the respondents would make each of these tabulations of questionable 
value; (2) the high percentage of job-school learning and the regularity 
of performance assume minor importance because of the few replies; and 
(3) the relative importance of the activities as indicated by the weight 
given to them in the more modern textbooks. 
Although no judgment was made as to whether the individual activities 
should be taught in school or not taught, the data in Table XVI reveal 
a number of salient facts. From the answers in the check list used for 
this survey, it was found that some of the specific activities in the 
bookkeeping cycle are performed much more frequently than are others. 
As indicated in Table XVI, the specific activities most frequently 
performed by the respondents, in the order of their frequency, are: 
1. Make general journal entries 
2. Make journal entries to correct previous entries found to be 
incorrect 
3 • Do any payroll work 
4. Miscellaneous bookkeeping activities 
5. Make adjusting entries in general journal 
6. Prepare checks 
7· Make entries in some cash receipts journal book for cash received. 
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8. Make closing entries in general journal 
9· Make reversing or posting entries in general journal 
10. Post cash receipts items 
11. Post general journal entries to ledgers 
12. Reconcile bank statements 
Six of the above 12 activities are directly concerned with original books 
of entry. In the order of their frequency, these six activities are: 
1. Make journal entries 
2. Make journal entries to correct previous entries found to be 
incorrect 
3· Make adjusting entries in general journal 
4. Make entries in some cash receipts journal book for cash received 
5. Make closing entries in general journal 
6. Make reversing or posting entries in general journal 
The percentage that the number of regular mentions (the activity is a 
regular part of the office routine of the respondent) is of the number of 
total mentions for each of these six activities is very high, the lowest 
percentage being 69.2 for "Make entries in some cash receipts journal 
book for cash received." Furthermore, over 50 per cent of the judgments 
by the respondents were in favor of learning these activities in school 
rather than on the job. 
It is also significant to note that four of the activities listed 
under the original books of entry are among the last eight of the total 
of 56 activities listed in the order of their frequency. These four 
activities are: 
1. Use of a purchase return and allowance journal 
2. Use of a sales return and allowance journal 
3· Keep a notes receivable register from which postings are made 
to ledger 
4. Keep a notes payable register from which postings are made to 
ledger 
Over 70 per cent of the respondents were in favor of learning these four 
activities in school. 
The question has often been raised as to whether or not bookkeeping 
teachers are practical in their constant emphasis and continuous stress 
on worksheets, profit and loss statements, and balance sheets. As can be 
seen in the following table, the rank on the basis of frequency of 
performance of the activity 11 Prepare a work sheet11 is 18, and 32 of the 
38 respondents who performed this activity indicated that it is a regular 
part of their office routine. The rank on the basis of frequency of 
performance of the activity 11 Prepare a profit and loss (income) statement11 
is 29, and 26 of the 32 respondents who perform this activity indicated 
that it is a regular part of their office routine. The frequency rank of 
11 Prepare a balance sheet11 is 32. This does not mean that worksheets and 
financial statements should be dropped from the teaching agenda. In each 
case the percentage that the number of school mentions is of the number of 
total mentions is over 65 per cent. It would indicate, therefore, that 
worksheets and financial statements should be taught more on an 
acquaintanceship level. The pupils should have a thorough understanding 
of these forms but should not be required to have a high degree of skill 
in their practical application. 
The activities 11 Do any payroll work11 and 11 Prepare checks," according 
to Table XVI, should be of current and vital importance in bookkeeping 
instruction, the former activity having a frequency rank of three and 
the latter activity a frequency rank of six. It can be concluded that 
the pupils should not be merely told that a check was received or that 
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a check was issued in a particular transaction but the pupils should see 
the check and they should actually write the check. Payroll work and the 
actual computation of the various deductions to be made from the 
employees' earnings should also be stressed. Sixty-nine respondents 
reported that they do payroll work as a regular part of their office 
routine and 13 other respondents indicated that they did payroll work 
occasionally. However, only a very few of the respondents were in favor 
of learning the activity in school. Pupils should be made to realize 
that different firms have various types of payroll deductions. 
Separate and distinct cashbooks are used in most business establish-
ments and, according to Table XVI, the activity "Make entries in some 
cash receipts journal book for cash received11 has a frequency rank of 
seven and a frequency rank of 13 is given to the activity "Make entries 
in some cash payment journal book for cash paid." 
The activity "Prepare income tax reports" has a frequency rank of 
54, which would indicate that the preparation of such reports is 
considered to be the work of a "specialist." Only 12 of the total of 
217 respondents indicated that they prepared income tax reports and the 
occupational titles of these 12 were listed as follows: accountant, 
accounting clerk, accounting supervisor, accounts receivable bookkeeper-
clerk, business manager, controller, internal auditor, and payroll clerk. 
Ten of these 12 respondents also indicated that this activity Was a 
regular part of their office routine. 
As mentioned previously, the respondents were asked to indicate 
whether, in their opinion, the specific activities they performed should 
be learned in school or whether they should be learned on the job. As 
indicated in Table XVI, the percentage that the number of school mentions 
is of the number of total mentions is high for all but 18 of the 56 
specific activities in the bookkeeping cycle. This would indicate that 
the respondents favored the learning of the majority of the bookkeeping 
activities in the school. A number of respondents volunteered the point 
of view in notations appended to the data sheet that they considered the 
objective of high school bookkeeping should be to give the students basic 
skills and an understanding of bookkeeping theory. They were of the 
opinion that emphasis should be upon providing the students with skills 
and knowledges not for a specific job in an office but rather with a view 
toward preparing for any one of a variety of jobs in the field of 
bookkeeping. According to these respondents, business does not expect that 
the students function immediately as qualified workers. A few expressions 
of opinions are as follows: "In fact, one of the problems we find is that 
many students are unable to recognize the theory of bookkeeping in what 
they are doing." "The work of our bookkeepers is highly departmentalized 
and vTe train our employees for the specific work they will do." "Rrom my 
experience over a period of years, it would seem that if these young people 
had a great deal of knowledge of how debits and credits work, a large 
portion of their difficulty would be overcome. 11 11 It goes almost without 
saying that they must recognize the theory of bookkeeping in every 
transaction they analyze." II • he has no 'reference points' f or 
comprehension or verification of classroom instruction. OUr solution is 
specific training on the job. 11 
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TABLE XVI 
THE JOB-SCHOOL JUOOMENTS BY THE 217 RESPONDENTS 
AND THE REGULAR-OCCASIONAL PERFORMANCE OF THE 56 BOOKKEEPING ACTIVITIES 
ARRANGED IN ORDER OF FREQUENCY 
§ 
p:: 
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J 
s 
s 
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88 Make general j ournal 26 62 70.5 69 19 78.4 
entries 
86 Make journal entries to l2 74 86.1 69 17 80.2 
correct previous 
entries found to be 
incorrect 
79 Do any payroll work 51 18 26.1 69 13 84 .2 
77 Other miscellaneous 62 15 19.5 67 10 87.0 
bookkeeping 
activities 
73 Make adjusting entries 9 64 87.7 54 19 74.0 
in general journal 
64 Prepare checks 45 19 29.7 55 9 85.9 
52 Make entries in some 26 26 50.0 36 16 69.2 
cash receipts 
journal book for 
cash received 
51 Make closing entries in 3 48 94 .1 43 8 84.3 
general journal 
-Number of replies in favor of learning activity on the job 
-Number of replies in favor of learning activity in school 
-Percentage that the number of school mentions is of the number 
of total mentions 
-Number of replies of those who perform activity as a regular 
part of their office routine 
-Number of replies of those who perform activity only occas i onally 
-Percentage that the number of regular mentions is of the number 
of total mentions 
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9 151 Make reversing of posting 5 46 90.2 42 9 82.4 
entries in general 
journal 
10 51 Post cash receipts items 33 9 21.4 42 9 82.4 
11 49 Post general journal 22 27 55.1 43 6 87.8 
entries to ledgers 
12 47 Reconcile bank statements 15 24 61.5 39 8 83.0 
13 47 Make entries in some cash 23 24 88.9 38 9 80.9 
payments journal book 
for cash paid 
14 44 Post to customer accounts 28 11 28.2 39 5 88.6 
15 43 Recerd Sales 30 13 30.2 35 8 81.4 
16 38 Post cash payment items 22 16 42.1 33 5 86.8 
17 38 Prepare initial trial 16 12 42.9 33 5 86.8 
balance 
18 38 Prepare a work sheet 13 25 65.8 32 6 84.2 
19 38 Balance cash daily 31 7 18 .4 33 5 86.8 
20 38 Handle checks returned for 30 8 26.7 31 7 81.6 
insufficient funds 
21 37 Post adjusting entries to 6 31 83.8 32 5 86.5 
general ledger 
22 36 Make entries in voucher 19 17 47.2 25 11 69.4 
register 
23 36 Open up accounts in general 13 23 67.7 27 9 75.0 
ledger when needed 
24 35 Open and operate subsidiary 9 26 74.3 31 4 88.6 
ledger accounts 
25 34 Record invoices in 23 11 32.4 26 8 76.5 
purchase journal 
26 34 Total, balance and rule 10 24 70.6 31 3 91.2 
general ledger accounts 
I 
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1>. g 
Q) 
& Activity J s s R 0 R Q) 
f.-! J + s R + r:r.. 0 
...!>:: 
r-1 
ctl 
~ ..p 0 E-i 
27 33 Foot, rule, balance and ll 22 66.7 30 3 90.9 
post cashbook totals 
28 32 Prepare a post-closing 7 25 78.1 26 6 81.3 
trial balance 
29 32 Prepare a profit and 3 29 90.6 26 6 81.3 
loss (income) 
statement 
30 32 Keep petty cash records 22 10 31.3 28 4 87.5 
31 31 Prepare schedules or l2 19 61.3 29 2 93.6 
abstracts of accounts 
receivable ledger 
32 29 Prepare a balance sheet 2 27 93·1 22 7 75·9 
33 28 Foot, rule and post ll 17 60.7 26 2 92 .9 
totals of purchase 
journal 
34 28 Foot, rule and post 13 l2 48.0 25 3 89.3 
totals of sales 
journal 
35 28 Sub-divide accounts in 14 14 50.0 24 4 85.7 
general ledger 
according to 
classification plan 
36 28 Post from the voucher 8 20 71.4 23 5 82.1 
register 
37 28 Open and operate control 6 22 78.6 24 4 85.7 
accounts in general 
ledger 
38 26 Post reversing or post- 6 20 76.9 24 2 92·3 
closing entries to 
general journal 
39 26 Post closing entries 6 20 76.9 24 2 92.3 
from ledger in the 
general journal 
40 26 Foot, rule and post 4 21 84.0 23 3 88.5 
special columns from 
general journal to 
general ledger 
42 
~ 
t) 
1=1 Q) g. Activity J s s R 0 R 
Q) J + s R + 0 H 
Ji.< 
~ 7J +=> 0 ~ 
41 25 Other activities under 25 0 o. 21 4 84.0 
statements and 
reports 
42 23 Entries or bookkeeping 15 7 31.8 18 5 78.3 
activities in other 
original books 
43 23 Prepare schedules or 8 15 65.2 20 3 87.0 
abstracts of accounts 
payable ledger 
44 22 Prepare a schedule of 5 17 77-3 20 2 90.9 
depreciation of 
fixed accounts 
45 20 Use a sales return and 6 14 70.0 18 2 90.2 
allowance journal 
46 20 Prepare a list of 8 12 60.0 15 5 75·0 
accrued income items 
47 19 Figure interest 4 15. 79·0 14 5 73·7 
receivable and 
interest payable 
48 17 Prepare a cost of goods 2 15 88.2 15 2 88.2 
manufactured or sold 
statement 
49 16 Use a purchase return 3 13 81.3 14 2 87.5 
and allowance 
journal 
50 16 Other posting operations 13 3 18.8 15 l 90 .8 
51 14 Keep notes receivable 2 12 85.7 12 2 85.7 
register as a 
supplement to the 
general journal 
52 14 Keep notes payable 2 12 85.7 9 5 64.3 
register as a 
supplement to the 
general journal 
53 14 Keep a notes receivable 3 10 76.9 ll 3 84 .5 
register from which 
postings are made to 
ledger 
43 
-
~ 
~ (I) g. Activity J s s R 0 R (I) J + s R + 0 H ~ 
r-l ~ ro +' 0 p:: E-t 
54 12 Prepare income tax 7 2 22.2 10 2 83.3 
reports 
55 9 Other work on final 7 l 12.5 8 l 88.9 
books of entry 
56 6 Keep a notes payable l 5 83.3 5 l 83.3 
register from which 
postings are made 
to ledger 
CHAPTER VI 
ANALYSIS OF THE DATA CONCERNING THE SPECIFIC ACTIVITIES IN THE BOOKKEEPING 
CYCLE WHICH ARE PERFORMED BY EMPLOYEES WITH VARIOUS OCCUPATIONAL TITLES 
The core of instruction in bookkeeping has been termed the 
bookkeeping process or cycle. Goodl defines the term bookkeeping cycle 
as, 11 the steps that are fundamental to all bookkeeping systems from the 
financial transactions through the journal and ledger to the financial 
statements. 11 This round of activities is followed by every bookkeeper 
who enters transactions from day to day and reflects the effects of the 
transactions. It follows, then, that the bookkeeping routine of handling 
business transactions must be taught. 
As used in this study, the primary steps in keeping a set of books are: 
l. Journalizing 
2. Posting to the accounts 
3· Closing the books 
4. Making statements and reports 
5. Performing miscellaneous bookkeeping activities 
These steps are followed by bookkeepers every month, year, or accounting 
period. Although in practice the general routine is the same, for the 
purpose of teaching, the bookkeeping course may be begun with any one of 
these five steps. However, before the course is finished, the remaining 
four steps must be treated in an orderly sequential manner. All of the 
steps of the cycle must be covered in order to give the student a well-
rounded concept of the bookkeeping routine. 
lnood, Carter v., Editor, Dictionary of Education, McGraw-Hill Book 
Company, Inc., New York and London, 1945, p:-49. 
45 
The major problem of this study was to determine the specific 
activities in the bookkeeping cycle which are performed by employees 
regardless of their occupational titles. A check list was made listing 
56 specific activities under five major steps of the bookkeeping cycle. 
The occupational titles of those persons performing these specific 
activities was obtained from 35 establishments, representing the 
following industry groups: manufacturing, wholesale and retail trades, 
finance, insurance and real estate, public utilities, personal and 
professional services, and government. 
In general, according to Table XVII, the occupational title~ as 
ascertained in this study, may be grouped under two divisions. One 
division may consist of those whose work is more directly concerned with 
records; namely, managers or supervisors, bookkeepers or accountants, 
ledger clerks, billing clerks, and general clerks. The second group 
consists of those who assist with rather than make actual records--cost 
clerks, stenographers, cashiers, payroll clerks, and calculating machine 
operators. Bookkeeping or accounting, according to this study, includes 
all work done by accountants, bookkeepers, and financial recording clerks. 
In a small office all operations are performed by a single office worker 
hired to keep the books, take care of the correspondence and the work of 
fi ling. Such an employee was fre~uently listed as a stenographer, 
secretary, service secretary, or general clerk. In a larger office, the 
activities were divided between the stenographer or typist and a 
bookkeeper. In the larger firms, there was further division of labor and 
the various phases of the bookkeeping activity were included in the work 
of managers or supervisors, ledger or posting clerks, cashiers, general 
• 
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clerks, cost clerks, payroll clerks, billing or invoice clerks, and 
calculating machine operators. The very large firms had a further 
division of labor inside the main lines and the occupational titles of 
those persons performing specific activities in the bookkeeping cycle 
were listed as: accounts payable clerks or bookkeepers, accounts 
receivable clerks or bookkeepers, biller, distribution clerk, freights 
payable clerk, price clerk, sales summary clerk, maintenance record clerk, 
stock clerk, statement and reconciliation clerk, inventory clerk, and 
time clerk. 
The occupational titles of the respondents who directed the work of 
the office or department, assigned the duties, and coordinated the work of 
the office with the other departments, were listed as follows: business 
manager, controller, credit manager, manager--statistical department, 
auditor, office manager, treasurer, and statistician. As indicated in 
Table XVII, these respondents were actively engaged in the keeping of 
various books and in making up the payroll. 
The accountant, accounting supervisor, accounts payable supervisor, 
supervisor--audit department, tabulating supervisor, mechanical cost 
supervisor, and the bookkeeper supervised the keeping of the records of 
the organization. These respondents balanced the books, compiled reports 
to show profit or loss, and engaged in miscellaneous bookkeeping 
activities, especially in the payroll work. 
The recording of the details of the business transactions in ledgers 
or on special ledger forms were, for the most part, performed by ledger 
or posting clerks under the occupational titles of: accounting clerk, 
accounts payable bookkeeper-clerk, accounts receivable bookkeeper-clerk , 
general ledger clerk, posting clerk, and bookkeeping machine operator. 
The cashiers, on the other hand, performed much of the miscellaneous 
bookkeeping activities, such as: payroll work, balancing cash daily, 
preparing checks, reconciling bank statements, keeping petty cash 
records, and handling checks returned for insufficient funds. 
47 
Payroll machine operators, payroll clerks, payroll analysts, time 
clerks, and paymasters computed the wages of company employees and made 
up and distributed the pay envelopes. These reported that they used 
calculating machines in their work. 
The cost clerks computed the cost of production or cost of selling 
goods. The billing clerks, billers, price clerks, purchasing department 
clerks, and typists prepared statements, bills, and invoices. 
Machines used to perform the various arithmetical computations were 
operated by the following: bookkeeping machine operators, comptometer 
operators, payroll machine operators, and typists. These respondents 
calculated or checked figures on inventories, financial accounts, payrolls, 
balance sheets, invoices, sales and statistical reports. Tabulating 
machine operators performed a variety of clerical duties and helped in the 
making of statistical reports. 
The stenographer, secretary, and service secretary also performed a 
variety of clerical duties and helped in the typing of reports and other 
matters of correspondence. 
As indicated in Table XVII, the financial status of a business is 
determined as the result of a series of bookkeeping activities of which 
record-keeping is one. Reports, statements, or summaries must be made in 
order that the owners or creditors may know the financial status of a 
I 
48 
business at a given point of time. To protect owners who are not 
active in the business and to protect creditors, it is advisable to have 
the records and reports verified and, when necessary, rectified. 
According to Andruss, 1 the written financial history of a business may 
be described in the terms of the following: 
1. The recording - bookkeeping activity 
2. The reporting - accounting activity 
3. The reviewing -auditing activity 
The routine of recording debits and credits in journals and transferring 
these figures to accounts in a ledger is followed by the bookkeeper or 
recorder. These facts recorded by the bookkeeper are summarized at the 
end of a stated period in the form of a report so that analyses and 
interpretations can be made. This function is performed by the accountant 
or reporter. However, facts found in the records are not always accepted 
as final; consequently, the accuracy of amounts are determined periodically, 
mistakes are rectified and accounts are reclassified, if necessary. This 
i s the function of the review·er who may be the verifier, or rectifier, 
commonly known as an auditor. 
Perhaps the most significant conclusion drawn from the data in 
Table XVII is that in the industry groups surveyed, the recorder, the 
reporter, and the reviewer is one person performing three operations. 
The auditor, the accountant, and the bookkeeper, according to the tableJ 
perform each of the different steps of the bookkeeping cycle; namely: 
(1) journalizing, (2) posting, (3) taking of trial balances, (4) making 
financial statements, and (5) closing the books. 
1Andruss, ~· cit., p. 11. 
Table XVII further reveals that persons who obtain record-keeping 
positions not only deal with routine tasks in bookkeeping but also 
prepare financial statements. A bookkeeper, a clerk, a general ledger 
clerk, and two payroll clerks, as well as a statement and reconciliation 
clerk, reported that they prepared a profit and loss (income) statement. 
I t may be concluded that the school must do more than train the student 
to perform a few routine tasks more or less mechanically. In other 
words, the results of bookkeeping and accounting should be stressed 
rather than the routine necessary to arrive at the results. 
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CHAPTER VII 
SUMMARY AND CONCLUSIONS 
The purpose of this survey was to determine the specific activities 
in the bookkeeping cycle which are performed by employees with various 
occupational titles. The data for the study were collected by means of a 
questionnaire and check list, from 217 office workers who were engaged in 
all types of bookkeeping activities. The people were employed in the 
metropolitan area of Buffalo. 
As a background for the study, information concerning the various 
industries, wholesale, retail and service trades was obtained from the 
1940 abstracts of the 16th Census of the United States. 
Seventy-three companies were contacted; 35 companies cooperated in 
the survey; and replies from 217 respondents were tabulated and analyzed. 
The respondents were distributed as follows: 111 from manufacturing 
industries; 45 from retail trades; 22 from the wholesale trades; 19 from 
finance, insurance and real estate organizations; 9 from professional 
and related services; 6 from government agencies; and 1 from personal 
services. As to the forms of business represented, the usual ones were 
found: single proprietorship, partnership, corporation, governmental, 
and non-profit organizations. 
Because of the prevalence of the corporate form of organization in 
industry, corporation accounts should be introduced at a convenient place 
in the bookkeeping course. The manufacturing industries reported the 
greatest number of recording clerks. The accounts of industry should 
play a prominent part, therefore, in the bookkeeping instruction. 
Next in importance were the retail and wholesale trades; therefore, the 
accounts of these two industries should be introduced at an appropriate 
place in the bookkeeping course. 
The persons furnishing the data were distributed over organizations 
varying in the number of bookkeepers employed, from those with only one 
bookkeeper to those with over 50 bookkeepers. The ratio of bookkeepers 
to the total number of office workers in each organization was, in 
general,one to three. In sex distribution, there were 80 men and 137 women 
who participated in the survey, which would indicate a preference, perhaps, 
for women for recording positions, especially in the activities for which 
machines were used. For this reason, provision should be made to train 
girls for machine operation, including the use of: typewriters, adding 
machines, bookkeeping machines, and the various duplicators. 
In regard to business experience, the respondents were for the most 
part experienced workers. Seventy-three of the respondents had worked 
more than one year on the job and five had worked more than 30 years on 
the same job. Only 53 of the 217 respondents reported that this was their 
first job. In revising the curriculum, therefore, one cannot think in 
terms of first jobs alone. The program should be planned in terms of a 
family of occupations so the pupil could look forward to several jobs, 
all of which are closely related; such as, billing clerk, ledger clerk, 
cashier, bookkeeper, and so forth. This, of course, would hold true of 
those preparing for secretarial, clerical, and other positions. 
In reference to the education of the entire group, 73 had completed 
senior high school, 23 had finished college, 56 had received certificates 
from private business schools. Sixty-two per cent had attended school 
64 
within the past 12 years. It would follow, therefore, that all pupils 
going into the bookkeeping phase of employment should be urged to 
complete their course of studies and earn a diploma. This survey shows 
that the recording clerks were recruited, for the most part, from the 
general curriculum, the business curriculum, and the secretarial 
curriculum. The general curriculum, with a bookkeeping major, could 
provide the training necessary for bookkeepers. Those pupils who have 
definitely chosen some form of recording work for their occupation 
should become acquainted with the promotional steps of bookkeeper, 
accountant, and controller. If they desire to advance in the field of 
bookkeeping, they should be urged to take not only the basic training 
in high school but they should also plan on higher education. The 
suggestion was made by a controller that the students be urged to 
finish their high school training and then take extension work at college 
after they have had some experience on the job. The pupils who may not 
be willing or able to do the work required in order to advance to the 
position of bookkeeper but who would still desire to work at some recording 
trade should be urged to take the clerical practice major, which prepares 
for a number of recording occupations; namely, payroll clerk, cashier, 
ledger clerk, and general clerk. The machine skills of the billing 
machine operator, bookkeeping machine operator, and calculating machine 
operator could be provided f or by a special cour~e in office machines, 
on the basis of mastery rather than mere acquaintance. Since most office 
workers will have to deal with business records under one form or another, 
all commercial pupils should be urged to take one year of bookkeeping. 
Stenographers who will go into small offices will have need of a course 
in advanced boo~~eeping. 
Since one out of every three of f i ce workers is employed in some 
recording occupation; it is most important for the pupils to understand 
just how their work fits into the bookkeeping picture as a whole A 
knowledge of the complete bookkeeping cycle would enable the beginning 
bookkeeper to obtain more rapid promotion than those who know only the 
detail of one recording or elementary bookkeeping activity. 
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February 21, 1952 
Dear 
To be perfectly frank, I have spent hours trying to formulate an 
opening sentence to attract and hold your attention. I tried all angles 
of the "you approach" which, as you know, is to write from the reader's 
point of view. All I accomplished, after arranging and rearranging facts, 
was to confirm my conviction that I should launch my survey because it 
would definitely be another step forward in the process of educating our 
youth for business. I need not emphasize the fact that the better 
business training we can give our students, the better they can serve 
business when they enter the field. 
When summed and analyzed, the facts collected should reveal the 
essential elements of the recording procedure in the Buffalo area. These 
essentials then can be studied and compared with what is taught in the 
schools. To aid in the search, I have made out a check list with a 
personal data section. This list contains only fifty-seven items, 
classified under five functional groups; and it will take the bookkeeper 
only a very few minutes to check the items, as indicated by preliminary 
experiments. 
At the advice of officers of the Buffalo Chamber of Commerce, as well 
as off icers of NOMA and the Department of Education, I have selected the 
as a part of the representative group which is to be 
the basis of this study. May I have your permission to incl ude your 
bookkeepers in the survey? If you will use the enclosed data sheet and 
let me know how many bookkeepers you employ as well as the number of 
different payroll titles you have for these bookkeepers, I shall forward 
you the check lists. It may be that you employ five bookkeepers, for 
example, and they are listed on your payroll as: auditing clerk, billing 
clerks, and recording clerk. You woul d, then, list five bookkeepers and 
three payroll titles. 
Needless to say, Mr. 
your cooperation. 
Data Sheet 
Stamped, addressed envelope 
, I shall be deeply grateful for 
Sincerely yours, 
Sister St. Paul 
Head, Business Department 
Dear Sister St. Paul: 
This is in reply to your request of February 21 for our cooperation 
in your survey to determine the specific activities in the bookkeeping 
cycle which are performed by employees vTi th various occupational titles. 
Our organization is a L:7 partnership 
L:7 proprietorship 
L:7 corporation 
L:J joint stock company 
L:7 non-profit organization 
L:7 governmental agency 
'"e employ bookkeepers under different 
--c f..,.l.,.... gu_r_e_s ..... )- -..,.( f-::-1-:-. gur--e-s""~")-
payroll titles. 
Very truly yours, 
(Signature) 
(Official Title) 
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LETTER OF TRANSMITI'AL 
Dear Mr. 
To say the least, Mr. , I was both impressed and encouraged 
by your prompt reply to my request for your cooperation in my proposed 
survey to determine the specific activities in the bookkeeping cycle which 
are performed by employees with various occupational titles. It is, 
indeed, another definite example of how business is stepping to the fore 
and doing a laudable job toward helping schools develop a realistic and 
valuable training program. 
According to your report, you employ bookkeepers under 
different payroll titles. I am, therefore, forwarding to you herewith 
sets of the check list, each with its personal data section. May 
I ask that you select one bookkeeper to act as a representative for each 
of the separate payroll titles and have this bookkeeper fill out each 
item of the data section and the check list that pertain to his work. In 
other words, if you have one billing clerk, that one clerk would fill out 
the data section and the check list. If you have five ledger clerks, then 
only one of them, acting as a representative of that particular payroll 
title group, would fill out the data section and the check list. If you 
have two bookkeepers who are listed on the payroll as cashiers, again only 
one of them would fill out the data sheet and the check list. Thus, by 
having only one representative of each payroll title fill out the forms, 
I would still have a true and accurate sampling of all the different kinds 
of bookkeepers in your employ. Should there be any question in your mind 
as to age, sex, or other characteristics of the persons that should be 
selected to represent the group, please choose the person who most nearly 
represents his own group in all respects. 
If you can have these forms completed by 
arrange to have them picked up. Thank you very much. 
Sincerely yours, 
Sister St. Paul 
Head, Business Department 
sets of forms enclosed 
, I can 
Please don't be disconcerted! 
This questionnaire is not as formidable as it appears to be at 
the first glance. Honestly, it will take but a few minutes to complete. 
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We know! We tested it four different times, with four different bookkeepers! 
Will you please bear with me a few minutes as I explain? 
**** 
There are six sheets attached to this note. The first is the personal 
data section--a very important part of the survey because it will give us 
the background we need on which to base our conclusions. You need not give 
your name unless you wish to do so. But we do ask that you fi l l in very 
carefully all the other information requested. 
The five sheets that follow comprise the check list of specific 
bookkeeping activities which are classified under five functional groups. 
All information is indicated by check marks. Sounds simple, doesn't it? 
It really is! 
DIRECTIONS: 
**** 
Won't you tear this sheet off and keep it before you so you 
can refer to these directions easily? 
Column l - Indicate by check mark opposite activity if the activity is 
performed by you. 
Column 2 - Check in this column if the activity is performed by machine. 
Column 3 - Check whether the act i vities you perform are performed 
occasionally or regularly as part of your office routine. 
Column 4 - Indicate as to where you think this activity should be learned. 
N.B. If you do not indicate in Column l that the activity is performed by 
you, do not fill in any of the remaining columns for that particular 
activity. 
Thank you very, very much for your splendid cooperation. 
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A SURVEY TO DETERMINE THE SPECIFIC ACTIVITIES IN THE BOOKKEEPING CYCLE 
WHICH ARE PERFORMED BY EMPLOYEES WITH VARIOUS OCCUPATIONAL TITLES 
I. Personal Data Section: 
1. Name (optional) Sex: Male 
-------------------------
Female 
2. Exact Title of Your Position 
--------------------------------------
3. What is the title of the person who supervises your work? 
4. How many persons are there in your office? 
------
5· Education: Encircle number indicating highest grade completed for 
Grammar, High School, -~usiness School, and College. 
A. Grammar: 5 6 7 8 
B. High School: 9 10 11 12 Diploma? Yes No 
l. Indicate by check years of bookkeeping taken: 
__ 1st year __ 2d year __ 3d year 
2. Indicate course taken in high school: 
Business (Bookkeeping Major) Classical 
----
----Secretarial Science 
General Other: 
c. Private Business School: 1 2 3 4 Certificate? Yes No 
l. Indicate amount of bookkeeping or accounting studied: 
__ ___,years 
D. College or University: 1 2 3 4 5 Degree? Yes No 
1. State whether Liberal Arts, Business Administration, etc. 
2. Indicate amount of bookkeeping or accounting studied: 
_______ y,ears 
6. Last date attended school: Year? 
7· Is this your first job since graduation? Yes No 
8. Time in present position: __ years months 
9· Check machines used in conjunction with your work: 
____ Typewriter 
--~Bookkeeping Machine 
Adding Machine 
--Duplicator 
--~Dictaphone - Ediphone 
Calculator 
---Others: 
II. A CHECK LIST OF SPECIFIC BOOKKEEPING 
ACTIVITIES IN THE BOOKKEEPING CYCLE 
A. Original Books of Entry: 
1 . Make General Journal entries 
2. Make adjusting entries in General Journal 
3· Make closing entries in General Journal 
4. Make reversing or post-closing entries 
in General Journal 
5· Record invoices in Purchase Journal 
6. Record sales 
7. Make entries in Voucher Register 
8. Make entries in some cash receipts 
journal book for cash received 
9· Make entries in some cash payments 
journal book for cash paid 
10. Make journal entries to correct previous 
entries found to be incorrect 
11. Use a Purchase Returned and Allowance 
Journal 
12. Use a Sales Returned and Allowance Journal 
13. Keep a Notes Receivable Register from 
which postings are made to ledger 
14. Keep a Notes Payable Register from which 
postings are made to ledger 
15. Entries or bookkeeping activities in 
other original books: 
a. 
b. 
~rd ~a 
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II. A CHECK LIST OF SPECIFIC BOOKKEEPING 
ACTIVITIES IN THE BOOKKEEPING CYCLE 
B. Posting Operations: 
l. Post General Journal entries to ledgers 
2. Post adjusting entries to General ledger 
3. Foot, rule and post special columns f'rom 
General Journal to General Ledger 
4. Post closing entries f'rom ledger 
in the General Ledger 
5. Post reversing or post-closing entries 
to General Ledger 
6. Foot, rule and post totals of' 
Purchase Journal 
7. Post to customer accounts 
8. Foot, rule and post totals of' 
Sales Journal 
9· Post f'rom the Voucher Register 
10. Post Cash Receipts items 
11. Post Cash Payments items 
12. Foot, rule, balance and post 
cashbook totals 
13. Other posting operations: 
a. 
b. 
c. 
rd 
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II. A CHECK LIST OF SPECIFIC BOOKKEEPING 
ACTIVITIES IN THE BOOKKEEPING CYCLE 
c. Final Books of Entry: 
1. Sub-divide accounts in General Ledger 
according to classification plan 
2. Open up accounts in General Ledger 
when needed 
3 . Total, balance and rule General 
Ledger accounts 
4. Open and operate subsidiary ledger 
accounts 
5· Open and operate control accounts in 
General Ledger 
6. Other work on Final Books of Entry: 
a. __________________________________________ ___ 
b. ________________________ __ 
c. __________________________________________ ___ 
d • . 
---------------------------------------------
e. __________________________________________ ___ 
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II. A CHECK LIST OF SPECIFIC BOOKKEEPING 
ACTIVITIES IN THE BOOKKEEPING CYCLE 
D. Statements and Reports: 
1. Prepare initial trial balance 
2. Prepare a Post-Closing Trial Balance 
3· Prepare a Work Sheet 
4. Prepare a Profit and Loss (Income) 
Statement 
5· Prepare a Balance Sheet 
6. Prepare Schedules or Abstracts of 
Accounts Receivable Ledger 
7· Prepare Schedules or Abstracts of 
Accounts Payable Ledger 
8. Prepare a Schedule of Depreciation 
of Fixed Accounts 
9. Prepare a Cost of Goods Manufactured 
or Sold Statement 
10. Prepare Income Tax Reports 
11. Prepare a list of Accrued Income Items 
12. Others: 
a. 
b. 
c. 
d. 
e. 
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II. A CHECK LIST OF SPECIFIC BOOKKEEPING 
ACTIVITIES IN THE BOOKKEEPING CYCLE 
E. Miscellaneous Bookkeeping Activities 
1. Do any payroll work 
2. Balance cash daily 
3· Prepare checks 
4. Reconcile bank statements 
5· Keep Petty Cash Records 
6. Handle checks returned for 
insufficient funds 
7· Figure Interest Receivable and 
Interest Payable 
8. Keep Notes Rec~ivable Register as a 
supplement to the General Journal 
9· Keep Notes Payable Register as a 
supplement to the General Journal 
10. Others: 
a. 
b. 
c. 
d. 
e. 
f. 
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